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Help Desk Hours
8:00 AM to 6:00 PM Eastern Time 

Help Desk Contact Information
877-WBSCM-4U 

877-927-2648
WBSCM.servicedesk@CACI.com

WBSCM Help Desk Contact Info
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800-457-3642 (option #1)

Email: eAuthHelpDesk@usda.gov

Help Desk Hours
8:00 AM to 8:00 PM Eastern Time

eAuth Help Desk Info

mailto:eAuthHelpDesk@usda.gov
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Setting Up Your 
WBSCM Account
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Web-based Supply Chain Management 
USDA Webpage

 This page has login information, eAuth
information, and resources to assist you 

 Always use Internet Explorer for best 
results

https://www.usda.gov/topics/food-and-
nutrition/web-based-supply-chain-management

https://www.usda.gov/topics/food-and-nutrition/web-based-supply-chain-management
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When FDP Creates Your WBSCM Account 
You Will Receive this E-mail – Check SPAM

If you did not receive the 
e-mail, check spam or 
contact your IT Department 
to allow this e-mail address
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STEP 1 – WBSCM Registration

Click on this link first
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Click on “Level 1 Access”
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Create your Password



Connecticut State Department of Education  Revised January 2021 11

Create Your eAuth Account

Continue
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Click “Submit” Button
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Check Your E-mail
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You Will Receive a 2nd Email  

If you did not receive 
the e-mail, check spam 
or contact your IT 
department

You Will Receive a Second E-mail
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Your Account Has Been Activated!



Connecticut State Department of Education  Revised January 2021 16

STEP 2 – Go Back To The First EmailSTEP 2 – Return to First E-mail and Complete Registration

Click here
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STEP 2 – Go Back To The First EmailSTEP 2 – Click on “I Agree”
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Enter the eAuth User ID and Password You Just Created
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Click “Accept” and “Submit”
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Congratulations!  You’re In!
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Click on “Tools” then “Compatibility View Settings”
This tool bar is in Internet Explorer
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Add Web Site
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Disable Pop-up Blocker
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Checking for New Content 

News and Announcements from 
USDA – If any dots are orange 
there is new information
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Updating 
eAuthentication 

Account
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Updating eAuthentication Account
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Click on “Update your account” Before Logging In
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Enter User ID and Password and Click Login



Connecticut State Department of Education  Revised January 2021 29

Click on “Home” and then Select Task
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Complete All Required Information and Click “Submit”

Last name must 
match eAuth
account

E-mail must match 
eAuth account
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Account Has Been Updated – Click “OK”
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Click “Logout”
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Click “OK” – Update finished
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Checking
Entitlement
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Reports, Entitlement Bonus Summary Report



Connecticut State Department of Education  Revised January 2021 36

Enter Program and Program Year, and Execute
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Entitlement/Bonus Summary Report

Scroll Right
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Entitlement/Bonus Summary Report 
Print a PDF or Export to Excel
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Creating an Order 
for Direct Delivery
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Complete Spreadsheet
Print and Have Ready When You Login to WBSCM
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Domestic Order Entry

Select
» NSLP
» Direct Delivery
» Category, e.g., Meat, Grains ,etc.
» Entitlement

If you created a 
portal favorite it
is just one click!
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Select “All” to 
ensure you view 
all items

Select “All” to View All Items in the Catalog
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Do not enter 
anything here!

Select Shopping 
Cart Icon

Select Shopping Cart Icon 
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Enter Quantity and Move to Cart

Enter quantity 
and Move to Cart
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Continue Adding Items to Your Cart
or Click “View Cart” to Process Order
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To Expand View

Click “Hide 
Navigator” button 
to hide this view
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Changing Delivery Location

Use the drop 
down to change 

locations
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Make Sure the Delivery Location is Correct! All Direct 
Delivery Items go to HPC Foodservice
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Update Delivery Location for Items

Click “Update” 
after changes 
are made 
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Update “Quantity”

You can change 
the quantity

Click “Update” 
after changes 
are made 
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To Delete an Item in the Cart

Click “Update” 
after changes 
are made 

To delete items 
click in the 
appropriate box 
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Expand Information for All Items in the Cart

To expand all of the 
items information
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Expanding Lines will Show Info for Each Item in the Cart

View and select 
a different 
delivery location 

To change 
quantity
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Double Check the “Delivery Point” and Place Order

Click on the 
Expand All button

Double check the 
delivery locations

Clicking the “Save” 
button places the order
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Completing Order, Click OK

Click “OK” to 
process your order 
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Confirmation of Receipt

Is everything correct?  
• If not, you must contact FDP to send 

the order back to you
• Make sure you have the order number

Print the 
confirmation page for 
your records
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Creating an Order 
for Delivery to 

a Processor
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Domestic Order Entry for Processing

Select
» NSLP
» Processing
» Category, e.g., Meat, Grains ,etc.
» Entitlement
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Select “All”

Select “All” to 
ensure you view 

all items
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Select Shopping Cart Icon

Do not enter 
anything here!

Select shopping 
cart icon
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Enter Quantity and Move to Cart

Enter quantity 
and Move to Cart
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Sending Item to One Processor

Select shopping 
cart icon
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To Expand View

“Hide Navigator” 
button
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Set “Delivery To” Location

Set “Deliver To” 
Location
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FDP BPID Sheet for “Delivery To” Location

www.sde.ct.gov/sde/lib/sde/PDF/DEPS/Nutrition/FDP/BPID.pdf
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Select Default Delivery 

Use the BPID 
spreadsheet to select 
correct delivery 
location
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Click on the “Deliver To” 
Button, then click “Update,” 
then click “Order”
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Double Check the “Deliver to” Section and Order

Double check that the 
deliver to location, the 
quantity, the product 
code and the user 
status is correct

Click the expand all 
button to see your 
order before clicking 
the order button
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Completing Order – Click “OK”
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Confirmation of Receipt

Order confirmation 
number

Print the confirmation 
page for your records
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Creating a New Order
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Creating a New Order

This screen will appear 
after clicking “Domestic 
Order Entry”
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Domestic Order Entry for Processing

Select
» NSLP
» Direct Delivery
» Category, e.g., Meat, Grains, etc.
» Entitlement
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Select “All” to 
ensure you view 

all items

Select “All”
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Sending Item to Multiple Processors

Select shopping 
cart icon

Do not enter 
anything here!
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Enter Quantity and Move to Cart

Enter quantity and 
move to cart
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Sending Item to Multiple Processors

Select shopping 
cart icon

Do not enter 
anything here!
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Enter Quantity and Move to Cart

Enter quantity and 
move to cart
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Expand View

To expand view
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Click “View Cart” to Process Order



Connecticut State Department of Education  Revised January 2021 81

This Screen will Appear after Hiding Pane
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Change Delivery Location!

To expand all of the 
items information
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Update Delivery Location for Items

Change delivery 
location to correct 
processor

Change delivery 
location to correct 
processor

Click “Update”
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Make sure 
everything is 
correct then click 
“Order”

Check that Delivery Location is Correct
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Completing Order

Click “OK” to 
complete order



Connecticut State Department of Education  Revised January 2021 86

Confirmation of Receipt

Is everything correct?  
• If not, you must contact FDP to send 

the order back to you
• Make sure you have the order number

Print the 
confirmation page for 
your records
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Requisition Status 
Report
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Requisition Status Report
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Requisition Status Report

Enter NSLP and 
dates  then click 
“Execute” Enter NSLP and 

dates  then click 
“Execute”



Connecticut State Department of Education  Revised January 2021 90

Requisition Status Report

Use this bar 
to scroll right 

and left



Connecticut State Department of Education  Revised January 2021 91

Requisition Status Report

Export to 
Microsoft Excel 
to sort report
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Requisition Status Report Settings

You can modify your report view to show 
only the columns you need to see on your 
report
• Remove columns you don’t need to see 
• Add columns you want to see 
• To view how this would look, click the 

“Settings” button  



Connecticut State Department of Education  Revised January 2021 93

Requisition Status Report Settings

Always “save as” to 
save your new 
report
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Enter a view name in the 
“Description” field

• If you click the initial view, this 
is the view that will appear 
every time you run the report

• If it is not the initial view, you 
can select the view from the 
report

Requisition Status Report Settings
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Requisition Status Report Settings
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Requisition Status Report Settings

This is where you 
find your custom 
Requisition Status 
Report
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Requisition Status Report

Too much information?
Click the “Print PDF 
Output” button
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Requisition Status Report
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Requisition Status Report

You can print or 
save this report
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Food Distribution Program (USDA Foods)

https://portal.ct.gov/SDE/Nutrition/Food-Distribution-Program-USDA-Foods
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Connecticut State Department of Education
Bureau of Health, Nutrition, Family Services and Adult Education

450 Columbus Boulevard, Hartford, CT 06103-1841

Allison Calhoun-White

allison.calhoun-white@ct.gov

860-807-2008

Monica Pacheco

monica.pacheco@ct.gov

860-807-2086

This presentation is available at https://portal.ct.gov/-

/media/SDE/Nutrition/FDP/WBSCM_Training.pdf

Connecticut FDP Contact Information

mailto:monica.pacheco@ct.gov
mailto:allison.calhoun-white@ct.gov
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In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and 
policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA 
programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal 
or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.  

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, 
large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they 
applied for benefits.  Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA 
through the Federal Relay Service at (800) 877-8339.  Additionally, program information may be made available 
in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, 
(AD-3027) found online at: How to File a Complaint, and at any USDA office, or write a letter addressed to USDA 
and provide in the letter all of the information requested in the form. To request a copy of the complaint form, 
call (866) 632-9992. Submit your completed form or letter to USDA by: 

(1) mail: U.S. Department of Agriculture 
Office of the Assistant Secretary for Civil Rights 
1400 Independence Avenue, SW 
Washington, D.C. 20250-9410; 

(2) fax: (202) 690-7442; or 

(3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.

https://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint
mailto:program.intake@usda.gov
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The Connecticut State Department of Education is committed to a policy of 
equal opportunity/affirmative action for all qualified persons. The Connecticut 
Department of Education does not discriminate in any employment practice, 
education program, or educational activity on the basis of age, ancestry, color, 
criminal record (in state employment and licensing), gender identity or 
expression, genetic information, intellectual disability, learning disability, 
marital status, mental disability (past or present), national origin, physical 
disability (including blindness), race, religious creed, retaliation for previously 
opposed discrimination or coercion, sex (pregnancy or sexual harassment), 
sexual orientation, veteran status or workplace hazards to reproductive 
systems, unless there is a bona fide occupational qualification excluding 
persons in any of the aforementioned protected classes.

Inquiries regarding the Connecticut State Department of Education’s 
nondiscrimination policies should be directed to: Levy Gillespie, Equal 
Employment Opportunity Director/Americans with Disabilities Coordinator 
(ADA), Connecticut State Department of Education, 450 Columbus Boulevard, 
Suite 505, Hartford, CT 06103, 860-807-2071, levy.gillespie@ct.gov. 

mailto:levy.gillespie@ct.gov

